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1. Missien:

The Industrial Hegister, OCR vreeeivea » analyzes and indexes data per-
taining to individual foreign industrial, scientific and technical establisk-
ments and supplies the intelligence community with collated imformetion on
sueh establishments.

2. Organization and Functions:

Fermal organization and staffing are shown in the charts on the preceding

pages.
+01 The Industrial Register:

a. Functions:

1/ Receives, analyzes, indexes snd maintsins material pertaining

.~ to individuwal foreign industrial, seientific and teehnical establishments.

2/ Lecates, develeps and extends sources of informstion coneerning
individual foreign industrial scientifie and teehnical establiskments.
3/ Supplies the intelligence eommunity with collated material
concerning such establishments.
| i/ Provides analytical assistance to IAC usem:i of the Industrial
Register material.
5/ Initiates and/or prepares, in response to requests, require-

ments for information concernimg such establishkments.

25X1

b. Organizations The Register is divided inte the following major

componentss

Approved For Release 2005/198ZRER-RDP61-00901A000300090002-7
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1/ Office of the chief, consisting of a chief, deputy and stemo-
graphker, |

2/ Tive analysis branches divided by geographical aress. Each
branch receives, indexes and files date for its area and processes all bet
remtts&‘*recl;uesta for information concerning establishments in its area.

for selected areas,

_ 3/ A Products Branch which/codes 9;11 product references in in-
formation processed by the analysis branches. p@iﬁfj{"‘ﬁ"

b/ A Suppoft Branch which controls the flow of documents, main-
tains a customer service desk and reading room, transfers plant and produet
data to IBM cards, produess lists and correlations from the card5 and™

manages the preservation of the HRegister's data for disaster operation) 2 s

+02 The Analysis Branehes:

8. Common Functions: The Analysis Branches have certain common or

eimilar functions. They will be enumerated here and the differences will be

emphasized below.

1 Basic Processin
/ F‘ﬁ»«xw w%

Se/ 2 o
a/ RetTive, e, identify and codify data concerning

technical, scientific and industrial establishments. &

oI
-op-attach these
P
datauto the Industrial Card File (ICF) recerds—and maintainsg ‘pecords by

firm or establishment, Mgm

g il B Wy N
v/ Receive analyze and identify data concerning towns,

municipalities or economic areas which relate to targeting and industrial
information and maintain these records by town or area.

| ¢/ Prepare and meintain check sheets (called Plant Analysis\ \“;
Sheets) to show the coverage of data for those firms having a large volune Jk.
of material in the files. *Dﬂ.
P

Approved For Release 2005/11/15-(CRERDP61-00901A000300090002-7
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2/ Customer Service:

a/  Prepare comprehensive digests of the available data for '

selected firms,
b/ Prepare, under time limitations, short {'capsule”) sum-

maries of data available for selected firms. These are used primarily se -

background material for interregaters. VM‘?‘“ _,

¢/ Assist requesters in locating and analysmg data on firms
in the ICF.

d/ Assist the varieus IAC mapping and targeting agencies
with Lgorrections and extensions of their work, made possible by analyses of
:bhf—i}gF data. In particular, notify Strategic Air Command of "blip" items:
specific targeting information on such primary objectives as observatories,
atomic plants and guided missile plants and on land marks or terrain changes
which would affect a radar return.

e/ In conformity with standing orders, alert members of the

H

Agency to the receipt of information pertinent to their needs.

£/ Prepare requirements to extend information or fill gaps.:g Nl

in the ICF.

3/ Other: Attend conferences as observers te eb-

tain guidance on current intelligence emphasis, as it relates to the ICF.

b. The European USSR Branch:

1/ Functions:
N ‘ a/ This bggnch is responsible fer processing the Register's
intelligence,for the oYY, 6r European, area of the USSR. Please refer
to the common functions in part a. sbove. Plsnt-Analysis Sheets (item ie.)
snd--short summaries (item 2b.) are new taking the place of digests (item 2z.).
Targeting agenﬁies are assisted (item 2d.) primarily through making the files

Approved For Release 2005/11/17 :-8FA-RDP61-00901A000300090002-7
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availeble to their personnel. Meps and charts of this area are quite accurste

25X1
end only infrequently are errors or omissions found by the branch analysts.

¢. The Asiatic USSR Branch:

1/ Functions:

s/ Thie brancf}’x\lis responsible for processing the Register's

CASTER.
intelligence for the Western, or Asiatic s area of the USSR, Please refer

to the common functions in part a. above. Although the function of preparing | . ‘(

Plant Analysis Sheets (item le.) is assigned to the branch, the volume of -
-l

>tCRET
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available data oz.z any plant in this area is toe small to make it necessary
to prepare the sheets.

This branch does more work with targeting agencies than
any other branch (item 2d.). This, again, is due to the scarcity of data
available on the regien. Maps ef the ;rea are nesessarily mesgre and the )
branch analysts must, therefore, plot geogrsphic information on base meps. AT
These data are analyzed with {él—source? photogreaphs and mosaics, conflicts
resolved and targeting agencies :ssisted in correcting or extending their maps.

b/ Maintains a central file of all USSR industrial brochures
and the IBM product and parts lists prepared from such brochures. Procésses
requests for product, type and model information, Assembles brochures bty in-
dustry.

¢/ Receives copies of all Treasure Island reports of the_} . fal .
Air Intelligence Division, USAF and files by plant. o

_,?‘;{‘ g i@,{}\.)‘@:—j &!L/
d/ As a common service for the Agency, exploits At,he Moseow ;)\\ 7}

Daily News by clipping and extraction and routes the material to affected :
components, (‘-z‘,f LfiA de_‘\ 2,’){: o
25X1
IR = e 2 e S 4T Ay

£/ Obtains (through Graphics/Register) photographs pertinent
to identification of land marks from material in the Library of Congress and
from attachments to other Service reports.

25X1

“5-
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d. The Eastern Europe Branch:

1/ Functions:

a/ This branch is responsible for processing the Register's
intelligence,:fb{rgj“;;e following Eastern Europesn countries: Czechoslovakia,
Poland, Albania, Bulgaria, Greece, Yugoslavia, Hungary, Rumanie and the
city of Trieste. Please refer to the commop functions in part a, above.
Capsule summaries (item 2b.) are W;f this btrench. Targeting .
support and chart corrections (item 2d.) are minor in this branch because

25X1
sufficient intelligence is available for accurate mapping. R

¢/ Contributes to the State Department anmal critique, E] Q/MZL
embassy, or the Comprehensive Economic Reporting Program. _

2/ Organization: The branch is divided into sections on a geo~-
graphical basis and each section is subdivided into two "desks" or units,
also on a geographical basis.

es The Far East and Near East Branch:

1/ Functions:

.- a/ This btranch is respongsible for processing the Register's

intelligence/\for all countries of the Far East (excluding the USSR) and the Ao a
Near East. Please refer to the common functions in part a. sbove. Rlant uwﬂ!’wf
Anglysis Sheets (item le.) are seldom made as the voliie 61 d&ta for any -
plant is pot.large. (spsule summaries {1tsm 2b.)-ere not mede Th €HIi§ brerch. -
b
SECRET
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Specific plant digests are made and frequently digests are written on an in-
dustrial group or ares in an entire country.

b/ Prepares, upon request, specific questions for interro-]g%“”"*’ﬁ"‘“
gation of defectors and returnees. . .- - J" b";i“;g*h

Jmm L ”1}; ?}; {; ¥
e/ :L?ontributes to'the State Department anmial critique, by

embassy, of the Comprehensive Economic Reporting Program,

2/ Organization: The branch is divided by geographical srea \
into two sections and one of the sections is further subdivided by geogra- {; .
“"7,; Qr

phical area into three units. In actual working reiationships » &1l but junior

analysts have specific geographical areas of responsibility and repert

directly to the branch chief.

f. The Western Eurepe and Western Hemisphere Branch:

1/ Functions:

a/ This branch is responsible for processing the Register's
intelligence for all countries of Western Europe and the Western Hemisphere.
Please refer to the common functiens in part &, sbove, Comprechensive plant

* N 6rmy ‘f 4

digests (item 22.) ares eldom prepared in this lewer-priority a:red(L as the
library can obtain, overtly, much o.t the Industrial Register type of data.
For Eastern Germany, however, capsule summaries of installations (item 2b.)
are frequently requested. There-are-no stending orders-for this hrgnch
(tem2e.), | ~

,,,,,,

gation ofﬂd’efectors and retirnees. -
(;}rm, ivfr*"’ﬁzvx’\}f' 9‘6’ i)la K‘
¢/ nContributes to‘the State Department annual critique, by

b/ Prepares s upon request, speciﬁ.c questions i :ror inurr% )

embassy, of the Comprehensive Economic Reporting Program.
2/ Organization: The branch is divided by geogrsphisal areas
into two sectiens.

Approved For Release 2005/11/17 -&EAERDPM -00901A000300090002-7 -
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«03 The Products Branch:

a. Functions:

1/ Analyzes, for selected countries and for selected industrial
categories, all 'IGFGEE; for references to products. Classifies and codes
the product references for transfer to IBM cards.

2/ Assists branch analysts and users of the Register's services
in meking selections from and correlstions with the IBM product cards,

3/--Legs-receipts end issuances of blocks of ICF cards to be pro-
duct ceded,

b. Organizations The branch is divided by geographical areas inte
@ Soviet and a Satellite Section.

«O The Support Branch:

&, QOrganization: As the functions are different in the two sectiens P
it is best to describe the organizati_on first, The branch is divided into
the Reference Control Sectien which is charged with administrative support
functions end the Index Section which manages the IBM machines for the Register
end microfilms ICF cards and supporting data.

b. Functions:

1/ Reference Control Section:

——

&/ Reviews all material prepared in the branches for the / 2 e
signature of the Chief of the Register, i

b/ Examines, as a security safeguard, all writden material
to be released from the Register, Obtains releases, as necessary, from the
originators of such material and sanitizes £hose documents which cannot be
released in original form.

c/ Manages retirement of material to the Records Center.

=8

Approved For Release 2005/1 1IJ;Z:<LREIRDP61'00901A000300090002'7
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d/ Coordinates the plans for and administers the program of
formal training for Register personnel. ’

e/ Plans end manages training trips to U.S. industrial es-
tablishments, including extension of the trip privileges to other components
of the Agency.

f/ Extends the sources of Register material by lisison with
other governmental agencies and, through the Office of Operations, with pri-
vate companies, including the analysis of types of data to determine their
usefulness to the Industrial Re :I.ster.

saft of The_
¢/ Prepares theARegiater's monthly activity report for the
‘Assistant Director, OCR.

h/ Receives, sorts and routes all incoming mail and docu-
,{Gf ta’ ”!Mm

P e

ments. Logs multiple-routing/ fnd top secret documents. Follows up on the
release of multiple-routing documents.
_ i/ Mainteins the Register file of all written reports,

j/ Receives each visitor to the Register, checks his security
clearance, logs his request and obtains the information requested or tskes
him to an eanalysis branch area specislist.

k/ Maintains a resding room for users of the Register's
services.

1/ Follows up on all request slips, by leg number to obtain
their completion, return and machine processing for inclusion in the monthly
activity report.

m/ Maintsins a pouch record of overseas pouches routed
directly to the Register. ‘

n/ Files and indexes MIR microfilms (these are microfilms
of enclosures to reports, considered of marginal immediate interest to the

Approved For Release 2005/11/1 7S‘g 61-00901A000300090002-7
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intelligence community but of potential use to the Industrial Register) and
supplies reader service and copies, as requested.

o/ Maintains a machine-written list of all plant summaries.

p/ Logs all notices of the availsbility of defectors
for interrogation. Posts to the log and serially numbers all ,@i‘f""i'equire-
ments prepared by the Industrial Rekrisi_;:ez:‘; )

g/ Logs all RDﬁl:eqvhﬁ'g;:;lts prepared by the Industrial
Register,

r/ For the entire register, examines the weekly photographic
acquisitions of the Graphics Register and requisitions copies of any instal-
lation and city or town photographs.

2/ Index Section:

a/ Prepares and maintains IBM card files of the following

. L
A K

datas Ly WI@#“-‘\&&/ it r; ol

’rp\ f{fi bt «’3 e
(1) ICF name and detatl cards "\ q
(a M

(2) Product cards {b“’i'\ y /&.

' i : R -
3) MIR index cards / AN T
(k)ARequest analysis cards s f i

b/ Pfepares periodically revised machine-written lists of
o'l ,y{ng sefa_ e

ICF cross reference dat.a) and MIR indexes 3

¢/ Maintains a cross reference file from document numbers
to product codes.

d/ Prepéres & monthly machine tabulation of service sup-
plied by the Register.

e/ Plans and makes special machine sesrches, selections and
listings upon request.

£/ Plans and maintains written procedures for all regular
machine operations.

Approved For Release 2005/11/1 7-.EI?2-§PP61 -00901A000300090002-7
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g/ Advises the members of the anslysis branches in planning
machine assistance.

b/ Machine-numbers all ICF cards and related data.

i/ Microfilms all ICF cards and related data for reconstruc-
tion in time of emergency.
3. Services Available:

+01 Clearance Required: The Industrial Card File data vary from unclas-

sified to secret, but are designed so that users with limited clearances can
be permitted access., Top secret data are not in the file but green cards,
written so they cen be classified secret, are inserted in the file giving
sufficient cross reference data, When a user without top secret clearance
requests permission to search the files, all green cards are first removed.
CIA Internal Use Only materisl is put on pink cards, which are removed be-
fore non-CIA personnel examine the file, The Intelligence services are sd-
vised against sending personnel cleared only for confidential information,
because the great majority of data are classified secret. However, such
people are also permitted access to the file once it has been searched and
all secret and pink cards have been removed.

.02 How Service is Obtained: Requesters msy submit requests in writing,

by telephone or in person. All requests are received in the Reference Con~
trol Section of the support Branch. ‘The security clearsnce of the requester
. is checked and his request is then posted to a request form and assigned a
number. A copy of the request is held as a log record. Routine reference
requests are answered by the Reference Control Section. More complex prob-

lems are referred to the area analysts. All requeste involving machine
- ll-

Approved For Release 2005/1 1§I§(;BR:RDP61-00901A000300090002-7
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operations must be checked by the Index Section and the estimated time re-
quired must be computed. If the time exceeds 10 hours, the chief or deputy
chief of the Register must approve the request., Experience has shown that
an examination of the needs of the requester can frequently produce short
cuts to the machine operations. Similarly, all requests for plant digests
mast first be approved by the Register chief or his deputy. Several forms
have been designed to cover data on specific fields in lieu of making com-
plete plant digests.

Once a requester becomes acquainted with an analyst in the area of
his intex_-es‘o » further request:w&ge directed to that analyst. In such
cases the request form is filled out by the area analyst, obtaining a serial

number from the Referesnce Control Section by telephons and sending & copy

to the section for its leg. ol \ R A
r(‘,‘ - /%%Méfm«&,.w” s
+03 Standin There are few written sigiding orders on file in

the Register. Hewever, considerable service is given through familiarity
with users' requirements. The majority of this servics is by telephone, to
alert an analyst of a document in his field of interest - usually by citing
the CIA Library control number. This familiarity with users! needs is ob-
tained through close working relations, reading requirements which have been
published and attending joint conferences on intelligence production planning.

Whenever an error is found in an intelligence map or chart, the
issuing sgency is notified at once by telephone. 4 representative usually
calls at the Register te check the information and recerd the facts.

Approved For Release 2005/1 1I1-712€IA-RDP61-00901A000300090002-7
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The National Indications Center is notified of any items on the in-
dicator program such as change-overs from civilian to military production (or
vice versa) or an incresse in military storage.

«OL The Classification and Filing Systems Used: Fer a detailed explana-

tion of the classification systems in use, see Annex A.
&, Filing Methods:

1/ ICF Cards: The basic Industrial Card File (ICF) is 5x8 cards
which are srranged by plant or installation number within country. ZEach card
contains reference to a source document and a summary of it.

2/ Plant Folders: These contain plant materials tocolarge to go

in the ICF, Some of the materials usually available are plant and product
brochures, photographs, target material, large reports and plant layouts.
They are filed by plant number within country.

3/ Town Folders: These contain town and area information such

as town plans, city studies and travel guides. They are filed, within each
country, alphabetically by name of the city or town.

i/ Reference Materials are maintained by each branch. These in-

clude industrial directories, city directories, telephone books and indus-
trial surveys.
b. Indexing Methods:

1/ IBM Plant Name Cards: IBM cards are maintained for each

plant. The following key informmation is shown: all known names of the plant,
operating status code, industrial category code, and the following location
data: country code, political subdivision code, town name and map coor-

_ dinates.

2/ IBM Detail Cards: One IBM detail card is punched for each
ICF card. It contains the plent number, card number, CIA number, source

Approved For Release 2005/1 111"7rfijlglA-RDP61-00901A000300090002-7
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number and industrial category code.

3/ ICF Cross Reference Lists: The following machine-written

lists are kept up to date (all are divided by countries):
s/ Location List:t Within an alphabetic list of cities and

towns, plants are listed alphabetically by name.
b/ Plant List: This is a straight alphabetic listing by
plant name,

¢/ Industrial Category List: Within each industrial cate-

gory, towns sre listed alphabetically and within each town, plents are listed
alphabetically by name.

4/ IBM Product Cardss For the USSR and selected Satellite coun-

tries all references in ICF cards to products are coded and punched in TBM
cards. From these cards information is availsble, by country, concerning
trade merks, model data and products. These cards are interpreted and filed
bty country by product code, Cross reference cards are filed by document
number, permitting the location of product cards from the document number.

5/ IBM Brochure Cards: Industrial brochures from the USSR are

also product coded and punched in IBM cards,

-m-
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.06 The Trade Marks Manuals of the WE/WH Branch has pro- 25X1

duced a mamual of German trade marks taken from the U.S. Registry of foreign
trade marks and from industrial brochures. It has been organized three ways:

a., alphabetically by firm name

b. numerically by industrial activity code

¢« by type of trade mark design (round, square, serrated oval, etc.).
This identification tool is useful to ORR/EST in detecting illegal

trading where crates have been identified only by trade marks.

25X1

25X1

The usefulness of the manual has been attested to by an award to

25X1 who developed the first manual on his own time.

Interim Assignment Branch, Personnel Office now processes newly ac=-
quired brochures and does all the work on the manual except for applying the

industrial activity code (which is classified "Official Use Only"). -TH& code™—~
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4. The Register's Participation in Writing Requirements:

+01 Supplying Background Datas Specific requests are received from cus-

tomers for a summiry of material available on an installation. The requests
Qate o
. may also includey\the enumeration of gaps in the information. These are used
for the preparation of requirements to obtain specific information.

.02 Initiation of Requirements by IR:

an

a. The Register has a standing %\er&l' requirement with Office of

Operations for industrial information.

b. Specific industrial information requirements are written
25X1
ooy /d“. TR can initiate requirements to close gaps and send them to
25X1 CR for incorporation with other requirements. IR may also suggest
the collection agency to be used.
«03 Participation in Intelligence Reporting Programs:
25X1

b. Comprehensive Economic Reporting Program: This is an organized

reporting program of the State Department embass):Zs th an annual critique
of 1ts effectiveness by headquarters. IR contributes A"report to the State
=17~
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Department which fs incorporated in the annual critique. CERP reports are

received and processed by IR.

.0l Targets of Opportunity: 25X1

+05 Clearance of Other Service Requirements With IR:

a. If snother intelligence service levies a requirement on CIA for
field collection, it is first cleasred with IR to s ee what part, if any, of
the requirement can be filled from existing records.

b. When other services levy requirements on their own field collec-
tion staffs, prior clearance with IR is not mandatory. IR receives informa-
~ tion copies of such requlrements after the action copies have been snt out
and knows, therefore, when requirements go out that could have been fulfilled
by IR. It frequently occurs. Through the regular GIA liaison and IAC

-18-
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committee channels, IR has urged other IAC services to check requirements
through IR prior to relesse to the field. A considerable improvement has
taken place,

ce As time permits, information copies of other-service requirements
will be checked to the files and, if significant data are available, the ser-
vice will be notified and invited to examine the materisl. This is frequently
not done because the volume is large and specific service requests naturally
take priority.

d. An analysis of 665 Army requirements revealed ‘that 21% of them
had been coordinated with CIA and 30% obviously did not need to be coordinated.
0f the remaining L9% or 325 requirements, the Industrial Registef could have
supplied the answer to L9, or 15% of the 325.

5. Service Given the Other Registers:

+01 Graphics Register:

a. Analysts in OR are assisted in the identification of photographs.

b, When the Industrial Register wants copies of photographs in books
or other publications, the request is filled by the Graphics Register, In
the process, a copy of the photograph is placed in the files of the Graphics
Register, increasing its coverage.

+02 Biographic Register:

a. In the analysis of the activities of an individual, BR may re-
quire information concerning sn establishment with which he is associated.
This is supplied by IR.

b. BR requests lists of persons and their positions, if known, who
are assoclated with an installation.

c. BR sometimes requests data to corroborate the location and posi-

tion of a person.

TE&E?-RDPM -Q0901A000300090002-7
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d. In the field of foreign institutes conducting research and devel~
opment, data are maintained by both IR and BR. Members of IR volunteered
that several other Agency components also maintain files concerning foreign
institutes. This was reported to CCR and.in a meeting of representatives of
QCR, the DD/I Administrative Office, OSI, ORR, 00 and Management Staff this
multipliciﬁy of institute files and the possibility of duplication were dis-
cussed and it was agreed that a joint OCR/Management Staff survey of foreign

institutes would be made. Further details will be found in that survey report.

"~ «03 Special Register: Identification information is furnished the Special
Register upon request.

6. Inter-Register Cooperation in Answering the Same Request:

«01 When an Agency émployee asks the Industrial Register for biographic
or graphic support, he is referred to the other registers.

+02 But when a request is received from another service which requires
data from more than one register, the register receiving the request writes
a complete reply, obtaining and including relevant data from the other
registers, The final report may be integrated or it may include, as separate
ahnexes, material received from the other registers.

7. Who is Served by the Register:

During fiscal year 1955, 7,095 requests were received from the following

offices:
Office No. & of Total
_ CIa L,631 &
ORR 2,201 31
ST 890 12
D/P B 1 6
00 381 5
oCI 52 1
Other CIA 613 10
«20=-

Approved For Release 2005/11/17 : CIA-RDP61-00901A000300090002-7

SEUREL



Approved Foxdaelease 20050E(ARET1A-RDP61-009044000300090002-7

Office No. % of Total

Non-CIA 231—1-6"—!- 35
AIr Force 2,025 28
Army 530 5
NSA 25 *
Navy 23 *
State 15 *
Other L6 1

Requests are also being received from overseas installations, many of
which are sent copies of the ICF listings.

8. Procedural Chenges Recommended, Accepted and Implemented During the Survey:

This was not a procedural survey, but some procedures and work methods
were examined in order to understand how functions were being cerried out.
In the discussion of procedures, the cooperstion between both the supervisory
and opersating personnel of the Register and the Menagement Staff represen-
tative was such that suggestions were made by both aé to revisions ﬁhich would
prove beneficial, Some of the problems were known to exist but the pressure
of current work had made it impossible to examine and evaluate alternative

methods of solution. This survey made possible such an examination, the '

]
o 6. oo L e

evaluation was made cooperatively end the changes were put into effect,by
the Chief, Industrial Register.

Ttems .OL through .OL are estimeted by the Deputy Chief, IR to have
saved one full-time clerk in the Reference Control Section.

»01 Reference Control Section was centralizing for the Register all book
procurement, reprpduction requests and translation regquests, The technigue
in use wes for a branch to prepare an informsl written request which was then
rewritten on standard request forms by RCS and sent out. Follow-ups were
made only if requested by fhe originating brenches. No consolidation of

requests was made. It was decided thet this centralization did not contri-

bute sufficiently %o achieve efficiency. The branches now write their own

% Less than & of 1%. .
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requests and do their own follow-up, eliminating the transcription time in
KCS and placing follow-up responsibility on the initiating branches.

.02 Reference Control Section fills out a request form for every request
it receives. It also kept a hand-written log of requests and assigned a
serial number to each one. The request forms are now obtained in dupliocate
and the carbon copy is filed as the log.

.0% Reference Control Section was logging and following up on all mul-
tiple-routing documents received by the Register., The brancnes wers dupli-
cating the function. It was determined that one logging was sufficient for
security requirements, As the analysis branches are divided on a geographical
basis, most follow-up by RCS could be accomplished, when necessary, by deter-
mining the area concerned without recourse to a log. It wes, therefore,

decided to abolish the RCS logging and follow-up.

.0, When OOB end DD/P notices of the availability of 25X1

[::::::::::]are received, they are logged in RCS and sent to the analysis
branches. If a requirement is writtem by a branch, RCS assigns an EYR

serial number to it and posts the assignment to the log. RDI requirements

for further informetion are also assigned a serial number

and logged in RCS. It wes decided that IR would no longer maintain a central

control (log) of all such notices received but only of those responded to by

requirements. The centrel control of serial numbers was also eliminated by

using e branch prefix. Bach branch now maintains its own log and assigns
serial numbers.
«05 A GS~7 clerk in the Index Section spent full time on two operations:
a., ICF cards were received in blocks of 100, The cards in each
block were counted; if over 100 were found, the excess was returned to the

origineting branch and if less than 100 were found, the block was held and

Approved For Release 2005/11/17 : EA=RDP61-00901A000300090002-7
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the branch wés asked to submit the necessary additional cards. The next
operation is number-stamping. This automatically counts the cards. The
counting operation has been eliminated; after the number-stamping is done
excess oards are returned or additional ones are obtained.

b. All ICF cards were being reviewed for coding accuracy. Numerous
errors were found, the majority attributable to carelessneés. The erroncous
cards were returned for correction directly to the analysts who prepared them.
This review was carefully performed and was a necessary operation. However,

the location of the function had two wesknesses: (1) the clerk could review
only for clericel or procedural errors, not for substence; and (2) routing
the work directly to the originating snalysts rather then through the branch
chiefs had created the impression that the errors were within the margin of
tolerance and were not considered excessive. The Chief, IR has eliminated
the clerical review and instructed the analysis branch chiefs to hold meetings
designed to reduce carelessness and %o maintain a continuing review of the
work, both for substance and coding accuracy.

.06 A GS-li clerk in the Index Section spent full time (and somebimes
needed help) number-stemping ICF cards end related documents with en electric
automatic-trip mechine. She placed a card below each paper to trip the
machine. This was to center each number in the upper right hand mergin. As
margins varied, the automatic trip was nof used. This procedure, which had
seemed quite adeguate when the work volume was small, was now doubling the
time required to number stamp. It was determined that the trip could be re-
sot to allow a 1/8" top margin end that veriations between papers would no

longer be considered. Production has doubled.
»07 All requests for machine work reguired the approval of the Deputy

Chief, ITR. 1In discussion of this review function it was decided that requests

TN e SVed For Hefease 2008 f17- UIA-RBPET 0030 TA000306800665 7 *ovine

the time of the Deputy Chief, IR and reduclnﬁé)rocessn.ng time.,
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g. Critigue:

.01 Organization and Functions:

a. The Analysis Branches are all organized in the same manner, with

similar functions. Eéch has a branch chief, deputy and secrectary/control
clerk. Each has no formal subdivision of sections and units. Each branch
éhief has assigned a geographical area to his senior asnalysts. Junior analysts
and trainees are assigned to senior analysts. Considerable flexibility is
maintained in reassigning analysts as fluctuations in work load require.

As there is a great similarity in the work of all analysts, this
flexibiliby appears advantageous. Also, as these branches have an average
/0 of[::::::::]and as much of the work is routine, it is not difficult for
branch chiefs to deal directly with all senior analysts, rather than through
section‘chiefs.

be The Products Branch is limited in functions to the classification

snd coding of product data on ICF cards.

c. The Support Branch appears overstaffed. Although this survey did

not include an analysis of work volume, the examination of functions and
basic procedures showed less complexity than was found in the Special Register,
but more people assigned to supervision and planning.

25X1

1/ The Index Section is composed of an IBM shop and a microfilm

operation. In the Machine Records Unit are a key punch sub-unit

25X1

-2l
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The Special Register has

such operators with identical grades for the two supervisors. For procedural

planning and direction, the two machine organizations are staffed as follows:

Industrial Register Special Register

An exemination of the indexing of the two registers (Annex A and Tab A, Mem-
orandum for the Record, Special Register Survey, 3 October 1955) will show
the greater complexity of the classification methods of the Special Register.
The difficulty of planning special machine runs and analyses is directly
proportional to the complexity of the indexing methods. Thus, both from the
point of view of number of people supervised and complexity of indexing, the
Special Register has the more difficult job., It is believed that a GS5-12
supervisor and a GS-9/11 project planner should be sufficient, and a reduc-
tion of two positions is, therefore, recommended.

The Reproduction Control Unit of the Index Section has s GS-7
chief and 3 GS-4 clerks., In section 8,05 the work of the GS-7 employee was
described., It has been eliminated. One of the GS-l clerks assisted the GS-7
in this workiand in logging all blocks of work in and out of the unit. She
also helped number-stamp (see below)., A second GS-l spends full time number-
stamping all ICF cards and related documents, which task can be done in half
the time, as explained in section 8,06, The third GS-L clerk spends full
time microfilming new ICF cards and related documents. This subject is dis-
cussed below, in section 9.03. The work of these four clerks has, therefore,
been reduced to 1% to 2 M

-25-
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2/ The Reference Control Section handlef the usual functions of

administrative support, reception of customers and the liaison function of de-
veloping and extending the sources of data for the Register. As will be seen
in section 8, there was a tendency to over-centralize administrative support
work, while maintaining a Mcontrol clerk™ in each analysis branch. Recommen-
dations to reduce this centralization were sccepted and implemented. Ths cus-
tomer~service functions are reception, clearance-checking, logging and follow-
up of requests and filling simple requests. All this is clerical work. The
lisison function is quite vague. Some two hours were spent discussing this
with the Chief of the Support Branch. It was then reviewed with the Chief
of the Register. The function is limited to making checks of aveilable date
in specific installations and reporting the findings to the Régister Chief.
The Chief of the Support Branch is also given many projects by
the Chief and Deputy Chief of the kegister. They are so numerous that the
Support Branch Chief spends very little time in supervising and planning the
work of the branch., These assignments, if not done by the Support Branch
Chief, would be done by the Deputy Chief of the Register or by the Chief of
the Reference Control Section. It is believed that this cen be done, because
the work of the Deputy Chief, IR in training the analysis branch chiefs has
progressed to the point where he can delegate more of the work which he has
been doing himself.

3/ Recommendation 1l: The recent reduction in 7/0 for IR and the

backlog of work in the analysis branches make it advisable to 1limit the personnel
in the Support Branch as much as practicebls and to augment the staffing for
substantive work (unless, of course, needs elsewhere in OCR must take precedence).
The following revision in support organization and reduction in positions are,
therefore, recommended. Grades shown are indicative of the complexity of the

work, final determination, of course, to be made by Office of Personnel.
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Recommendation 2:; For a considerable length of time there

has been constant overtime in the Machine Iiecords Jnit., The need for its con-
tinuance is now being examined by the Deputy Chief, IR. It mey be advisable
to use a slot saved in the supervisory and planning group to augment the tabu-
lating group. If any of the overtime is paid for at time-and-one-helf, +the
result will be a further saving. (As workload data were not analyzed, this
recommendation’cannot be conclusive.)

«02 Services Avsilable:

a. Customer Service is well planned and carried out.

1/ The entire basic operation of the Register is divided into
geographical areas and most all requests pertain to specific areas., The cen=-
tral ﬁustomer—service operation is, therefore, limited Yo reception, checking
of security clearances, maintenance of a reading room and the processing of
routine requests (such as, for example, looking up titles of a plant in the
latest "B listing"). The main central service to customers is to take then
to the correct analysis branch,

.2/ The logging and follow-up of requests is cenfralized but
here, again, it is recognized that this is a clerical task and many (perhaps
most) requests are written up by the analysts and a “log copy™ is sent to
the Reference Control Section.

3/ Recommendation 3: It is suggested that too much.centraliza=-

tion is maintained, however, in the issuance of reports from the branches.
All sanitizing (usually just clipping off the externals, or references) is
done in the Reference Control Staff, all branch reports are reviewed in RCS
and all other-service releases are obtained by RCS. It is recommended that
the analysis branch chiefs be assigned these responsibilities,

Approved For Release 2005/1 ‘gEcm-RDPM-00901A000300090002-7
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b. Indexing Technigues:

1/ Time Lag: Six to eight weeks elapse from the time an analyst
prepares new ICF cards until the cards are in the file, available for use.
During this time, the card data are microfilmed and transferred to IBM cards.
But most all the delay is due to the policy of holding ICF cards in the Index
Section until the microfilms are developed and checked for adequacy. (If
they are inadequate, the necessary cards are re-photographed.) It was sug-
sested that the percentage of errors of a clerk spending full time doing
microfilming should be quite small. This was found to be so. All cards are
now released without waiting for the microfilm review. If necessary, they
can be pulled from the file and re-photog?aphed.

2/ ‘The ICF Card File: The reason cards are held in the Index

Section, as explained directly above, it that it is laborious to select them
once they have been put in the basic file. All ICF cards are filed by plant
number. Within plant number they are not in any order or at best, are in
order by year (first digit of the ICF number). This was not important when
“the volume of cards for any one plant was small. But today the cards for
some plants fill several trays and the time required to search for specific
cards by ICF number is entirely too long. The product éoding and industrial
category coding operations yield references to specific cards, by ICF number.
If these operations are to be effective, the file must be arranged to permit
rapid selection by ICF number.

The solution is to keep the cards in ICF number order, within
plants. The Register personnel are aware of this, but fear that the cards

will remain mixed so long as customers are allowed free access to the files.

-29 «
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It is the usual experience in a large filing orgenization that customer-ser-
vice is enhanced by limiting physical access to the trained personnel and
this will ultimately become necessary in IR.

Recommendation lLi: It is recommended that a policy be estab-

lished to mmintain cards in ICF number order within plant and that e plan of
implementstion be developed. Factors ‘o consider are:
8/ Will it be easier to maintein all cards im ICF number
order or only those for plants containing more than, say, one inch of material?
b/ By explanation and policing, can customers be taught to
leave files in order, turning over to IR personnel materials to be re-filed?
o/ Or must customer-access to files be denied?
d/ And, if so, can this be achieved with the present arrange-
ment of the files or must they be rearrenged?

5/ Codes in Use: The coding appears simple and adequate. The

product code, however, which has been developed and extended as the work pro-
gressed, is inferior, in the opinion of the Chief, Products Branch, to the
Standard Commodity Classification developed in the Executive 0ffice of the
President. He reports that his analysts often use the latter classification
to identify a product, and then look it up in their own classification book.,
He would prefer to use the SCC but hesitates because some 2,000,000 product
cards have been created with the pfesent code. If the 8CC would save much
25X1 time for [::::::}nalysts in the Products Branch, the chenge-over would pay
for itself. The cost of 2,000,000 cards is ebout $2,000, The change-over

cost can be amccurately computed. Although the KRegistert!s machine unit doesg

~%0=
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not heve any extra time, the processing of the cards shoﬁld he an unclassi=-
fied operation which could be done on external contract by another government
agency or by the IBM Service Bureau. |

Recommendation‘ﬁé It is recommended that the comparastive wvalue

of’ the present classification and the SCC be determined. This is not an im-
plied criticism of present methods but recognition that more experience is
available today for meking the evaluation. If the SCC will save a substantial
amount of time, it is recommended that the estimated annual saving be computed,
the cost to change over the existing file be computed and a decision be made
on the basis of the time required to bresk even and the snnual savings to be
had thereafter.

¢. Obtaining Multiple-routing Documents: A serious fault in the

system of obteining data for the files has recently been eliminated by the
Deputy Register Chief. When a limitation in the number of available docu=
ment copies made it necessary to route a paper to several offices (multiple=-
routing document) before it was received by IR, the document would fre-
quently be retained by one of the recipients and never reach IR. It is
reasonable to assume that the more important multiple-routing documents would
be the ones that were retained. Iiaison Division explains that advance
copies of mat cards for multiple-routing documents are sent to all but the
first recipients, so that s suspense file of advance mat cards can be set

up and, if a multiple~routing document is not received in a ressonable
length of time, a copy can be ordered from the D-number on the advance mat
card. This is not done in IR. But a recent economy move has eliminated all

or most of the mat card system, so this is no longer a solution.
The Deputy Chief, Industrial Register has obtained e revision in

the routing system so that sll multiple~-routing documents come first to IR.

Approved For Release 2005/11/17 : CIA-RDP61-00901A000300090002-7
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iie has guaranteed thaet they will not remain in IR over L8 hours; if pertinent
to the kegister's files, & photocopy is made and the original is sent on.

d. Happing Assistence: The adeguacy of tergeting maps and charts

is inversely proportional to the intelligence importance of the area. It

-2
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is obvious, therefore, that targeting agencies are particularly interested

in location data obtained by the Asiatic USSR Branch. Fully 50% of the work
of this branch is on target data. -éiZ;; customers include Strategic Air Com=
mand, Air Research Division, Air Reconnaisance Division, Air Tarpgets Divi-
sion, Army Map Service and Geographic Research, (RR. In the case of SAC, they
maintain an average of four full-time employees of their own in the Industrial
Register to extend their targeting textual materisl, maintain and extend

their charts and locate new targets.

It is well-known by IR analysts that the targeting agencies main-
tain inadequate lisison among themselves. This not only causes duplication
but'it limits the usefulness of the charts. The Chief, Eastern European
Branch reports he has received three maps of the same area, all significently
different. He stated the example was not unique. Although this mey not be
the direct concern of CIA, these maps may cause needless loss of lives and
aquipment 1f they are not as accurate as all data can make them.

6

Recommendation s t 1s recommended that the Industrial Register

prepare a documented report of charts prepared by different targeting agencies
of the same areas which contain significant differences and that this report
be submitted to higher echelons for action.

;03 Writing Requirements:; There is no clear policy in Ik as to the ex-

tent to which requirements should be initieted by the Register. All branches
service requests for information available and existing gaps so that cus-
tomers can write requirements. But the branch chiefs vary in their opinions
as to what the policy should be toward creating requirements in the Register.
Majority opinion seems to be that the Register knows of voluminous needs but
can not know their priority-importence. Some believe they should not initiate

requirements, others helisve they have a duty to persuade customers to write

...33..
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requirements and still others believe they should initiate requirements to

be ready with intelligence when it is needed. In one case, there is a clear
poliéy: the kegister may levy two requirements per month on the State De-
partment and the Chief, Far East and Near East Branch is charged with assuring
that they are prepared.

Recommendation 7: It is recommended that a division policy be estab-

lished snd disseminated for the initiation of requirements by IK.

L0l Microfilming for Vital Kecords: At a cost of approximately $10,000

per yeer, all ICF cards and related documents are microfilmed in the order
in which they are prepared. A cross-reference list from ICF number to reel
and freme number is maintained., The D listing, which lists all firms in
number order and all ICF cerds in number order within firms, completes the
reference date necessary for reproduction of the file in the event of =a
disaster. These three records are placed in the Vital Materials deposigory.
This operation assures the ultimate recoverability of the IR file,
but is prohibitively slow for use during an emergency. While Operation Alert
was in effect it took ;8 man-hours to reproduce and organize the file for
one firm containing 68 documents. The Register contains 1 million extracts
in reference to % million firms.
The ultimete solution may be the Minicard, but this is several years
in the futﬁre. On the assumption that the Ik files will be needed during the

time of an emergency, Lwo proposals, including cost estimates, have been pre-

25X1 pared by hdmin. Staff,

OCR. They are now under consideration. One is that the entire file be main-

tained in duplicate in hard copy in the Records Center (the file is too large

-3y
SECRET

Approved For Release 2005/11/17 : CIA-RDP61-00901A000300090002-7



Approved For Rglease 2005/11/17 : CIA-RDP61-009014000300090002-7

to maeintein in the Vital Materials Depository). The other is that the entire
file, in order, be microfilmed every year. To reproduct a record of a firm
would then require selection of only & reel or two, plus the existing opefa—
tion for accretions since the time of microfilming the colleted file.

A veristion of the second method would be to microfilm the collated
file once end to cut and file subsequent microfilms in glassine folders
maintained by firm number.

The hard copy method has the adventage of eliminating reproduction
at the time of mn emergency, but is the most costly and requires the most
space. The present plsns for equipment for reproducing hard copy from mic-
rofilm during an emergency, however, make it obvious that such equipment
will not be available for volume reproduction of IR files.

Recommendation 8: The IR microfilming operation for Vital Waterials

is inadequete for recovery of the file for emergency use. It is recommended
that alternate methods be anelyzed and an adequate method selected and im=
plemented. Before the decision can be made, answers must be postulated to
certain key questions, such as:

a. What portion and what part of the total files will be needed
during an emergency?

b, How long cen a regquester wait for an answer?

¢, TWhat men and materials will be available to reproduce microfilmed
material?

.05 Deta on Foreign Institutes: The analysis branch analysts were aware of

the existence of several files in CIA on foreign institutes and several analysts
recommended that the files should be surveyed to determine what was availeble
and what duplication, if any, existed. This was discussed with the Deputy

35
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Assistant Director and the Executive of OCR and a separste project has been
set up on foreign institutes. A report will be submitted within a month.

.06 The Monthly Activity Report: Although managément reports were not

subject to investigation, copies of the monthly activity report were obtained
to identify the functions which take the majority-of the time of the kegister.
The report is en excellent management tool and covers most of the key items
neceésary for work load reporting, which are:

e Identify the main jobs. .

b, Measure the man-hours they take.

¢. Develop numerical measurements of the production.

d. Relate items b snd ¢ to develop average times per unit of pro-
duction for comparative analyses and predicting work load requirements.

e. Account for all man-hours of the unit and assure that the un-
measured jobs are a small part of the total.

Ttems a, b and e are well covered, Informal suggestions were made

for extending the techniques.

A suggestion was recently made by WE and WH Branch which

will be implemented: for requests which cannot be filled, instead of merely
coding this fact for the monthly report an expanded code should be developed
to provide information in statistical formlof the date requested which cannot
be supplied. This should not téke much additional time and is a good idea.

.07 The Clipping Service Function: As explained in section 2,02cld on

page 5, the Asiatic USSR Branch performs the service of clipping the Moscow
Daily News for the Agency. Although there is no known duplication, there is
a much larger clip?ing gervice in Iiaison Division, OCR.

Recommendation “®l: It is recommended that the feasibility of trans-

ferring the clipping service function from IR to Liaison Division be examined.

" e

Approved For Release 2005/1 fllﬂgigflﬁ-RDPM-00901A000300090002-7
A :

25X1



1.

2

50

L.
5.
6.
7.

8.

Approved For Release 20(33{&“2" CIA-RDP61-009016900300090002-7

How Materiel is Indexed and

Table of Contents

Industrial Card File (ICF) or Dossier .
.Ol The Ceard: A Umit Record Y
.02 Index and Summery Information , « .
+03 Supplementary Plant Cards + « o » o
Oy How ICF Cards &re Filed « « v o« o o « @

+05 How and When Plant Date are Consolidated

» L] L] -
. - L] [ 4
- - - L ] -

ICF Date on Punch Cards o « s o o o v ¢ & o »

Product CGoding on Punch Cards

s & & 8 0 o o @
.OlCoverage ® ¢ 8 e & 5 + B B & e e & & B @
+02 Contents 5 ¢ 8 4 & B ¢ & @ ¢ ° s s 8 @
.0% How the Product Cards (IBM) Are Filed . .

The Plant Folder « « o o o s o« 4 s ¢ s o »
The Town FOlAer ¢ « « o s s ¢« o 5 s o & o ¢ o
Product Brochures «+ « + v o o s 4 o s s o o &
Other Reference Materials « o o« ¢ s s s o o &

Location by Mapping - Soviet Area « « o o o

Fliled

* » - - » -
L d L] » - L ] *
s ® e =8 & &

- - - L ]
» . *» »
- L] - -

. » . [ ] - [}

[ 2 L ] L] -

» L] * - - -

[ 3 - ] [ 2

L] . * .

Annex A
Page
. e 1
* » 1
. 0. 1l
LI ] Ll.
.. 5
. 5
P 6
. » 7
. » 7
. » 38
. » 9
P 9
PR 9
. 10
. . 10
. o 10

Approved For Release ZOQ‘EGHEL CIA-RDP61-00901A000300090002-7



25X1

Approved For Release 2005/1%;%L-RDP61-00901@00300090002-7

Annex A
How Material is Indexed and Filed

1. Industrial Card File (ICF) or Doasier:

+01 The Cards A Unit Record:

a. This is the basic hard copy file of the Register. It is a 5x8
pre-printed card or an 8x10 card folded to serve as both an ICF card and a
5x8 file folder containing the material summarized on the card. This size
was selected because a large proportion of the ICF material will fit on 5x8
cards: by extract (typed, or clipped and pasted to the card) or abstract
{done very little because this is a basic file for many purposes Q.nd should
be complste for future snalysesh

b. When pertinent, an entire document is folded to 5x8 size and
placed in the ICF folder.

¢. For certain types of documents

the ICF index

numbers are posted to the document and this is filed in lieu of an ICF card.

d. One card contains information from one document about one foreign

industrial, scientific or technical establishment. One document, of course,
may be posted to several cards if it refers to several establishments.

»02 Index and Summary Information: The following information is posted

in boxes at the top of the ICF card. An "X" in the margin indicates that

this information is also punched in an IBM card (explained in section 2 below).

a. Identification Data:

1/ Card Number is a serial number with a one-digit year prefix
(in 1955 the first digit is 5).

Approved For Release 2005/11/17 : CIA-RDP61-00901A000300090002-7
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2/ Firm Number when the first ICF card is written concerning
an establishment, the card number is also used as the firm number. There-
after, all subsequent cards on the ssme establishment are given the same
firm number.

3/ Classification of the document is shown. If the document is
top secret, a green ICF card is used to refer to the document and the ICF
card is written so that it can be classified secret. The top secret document
is filed in the special file in the CIA Library in confommity with Agency
regulations,

As an additional safeguard, CIA Internal Use Only cards are
pinke. This facilitates their removal when the fils is made availsble to
other TAC perseonnel.

Li/ Plant Name and Type of Name: The name (or names) of the

plant is entered and type of name is coded in the following categories, or
types:

(1) proper name

(2) imeni - a Russian word mesning, in this usage, a plant
named after a person: Stalin Steel Works, for example.

(3) descriptive name

(5) cross reference or former name. The technique used is
to create a card for every name the plant has ever had. (This information
is also punched in IBM cards so that a plant csan be located by machine methods
by any one of the names on any ICF card.)

a/

Note that,¥%, 2 or 3 code may change to a 5 code when a
plent is given a new name. This means correcting the ICF card and punching
a new IEM card. It is possible to over-punch the IBM card instead of making
a new one, but the only saving would be in card cost and the volume of
changes is not significant.

-2-

Approved For Release 2005/11/9E(d{ARDP61-00901A000300090002-7



Approved For Release ZOOSIbﬁ‘(HK.rC!IA-RDPM-00901AQQ0300090002-7'

(9) contiguous homogeneous group, such as all installations
in one mine field or oil field.

(8) plants subordinated to the sbove type consolidation which
do not use official Soviet ministry numbers.

X ' 5/ Status Code: This indicates the operating status, as follows:

(1) normal operation

(2) under construction

(3) not in operation

(L) destroyed

(5) planned or proposed

(9) uninown status

X 6/ Ministry and Soviet Plent Number: This numeric code is used

in the Soviet Area and in some satellite areas.

X 7/ Industrial Category Codes: This is a 2-digit numeric code

taken from the Air Force Bombing Encyclopedia of 19L47. The code has since
been revised by the Air Force, but not by IR. It names industrial activi-

ties, or categories, and types of end products. Every applicable code is

entered here.

b. Reference Datas

X 1/ Date of Information is entered, if known. It is often impor-

tant to know how current the informetion is.

X 2/ Date of Source is entered. This is the date of the document.

(Note: in the IBM card the date of source is punched only if date of infor-
mation is not known,)

3/ Evaluation is taken from the document.

4/ CIA Number is the number assigned to the document by the CIA
library and a letter prefix indicates that the document has been microfilmed
by the library.

5/ Source Number is the original document number.

-3‘
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¢. Location Data:

1/ Country: The name of the country is entered. A 3-digit
numeric country code is also used. The code was developed in IR, based pri-
marily on a simllar code used in the Office of Foreign Funds Control.

2/ Politicel Subdivision: The name of the politicel subdivision

and a 3-digit numeric code is entered. This is an area locator but not a
very good one as political subdivisions seldom coincide with integrated
economic areas. However, it has the advantage of familiarity. The code was
developed in IR but is not revised when a political boundary is shifted.
Bach analyst maintains a map of his assigned country on which the political
boundaries have been drawn. He codes ICF cards by reference to this map.
3/ Location: The name of the town is entered here; also the

map coordinates as shown on the NIS Gazetteer. This is the Pin-point leecator.

L/ Air Force Chart number is posted to the card, as a locator

of the AF chart on which the installation can be found, The World Aeronau-
tical Chart (WAC) number is also posted to the card,

«03 Supplementary Plant Cards: The information described above is all

contained in the initial, or lead card as it is called. Cards containing
further information about a plant need not repeat this detail. They are
limited to the following summary information:

a. Identification:

firm number

card number
classification
industrial category codes

b. Reference:

date of information
date of source
evaluation
CIA number
Source number
Approved For Release 2005/11/17 : CIA-RDP61-00901A000300090002-7
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These supplementary data cards are called “consolidated cards" which

seems misleading but probably refers to the fact that they are consolidated
under one firm number.

«Ol How ICF Cards Are Filed: All branches file the cards by country by

firm number. For plant files containing few cards or plant files seldom re-
ferred to, there is no sequence to the cards containing the same firm number.
For more active files, some branches subdivide the cards by year (date of
source) . As personnel outside the Register are permitted access to the file,
cards do, of course, get misfiled. This is controlled primarily by asking
ugers to leave out the cards they use so that IR clerks can re-=file them,

»05 How and When Plant Data sre Consolidated:

a. Nomenclature: In IR the word "consolidation" refers to a group

of ICF cards brought together physically in the files under one plant number,
The words "plant digest" refer to an analytical report organizing and con-
solidating the information in a Mconsolidation".

b. Formerly, IR prepared plant digests on its own initiative but
today they are prepared only upon written request of an IAC member and after
the request has been examined to see if a mors abbreviated summery would
suffice. Quite frequently a summary can be devised, pointed to the specific
kind of information required., To assure careful examination of requests for
plant digests, all requests requiring over ten hours of work must have prior
approval of the Register chief or his deputy.

c. A plant digest is 20 to 30 pages in length and follows a standard
format, varied somewhat by the needs of the requester. It is carefully refer-
enced to the original ICF cards and is strictly an organization and consoli-
dation of file material; it is not finished intelligence,

-5
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d. As time is available, analysts select thelr larger and more ac-
tive plant files and weed out duplicate and obsolete material. In this pro-

cess they prepare a Plant Analysis Sheet which summarizes available infor-

mation and highlights the gaps in information. This is not a written report
but a summary or check sheet. When a plant digest is written, a Plant
Analysis Sheet is also prepared. A sample sppears as Annex B.

2. ICF Data on Punch Cards:

o0l Information in the IBM Cards: In section 1.02 sbove those data on

the ICF card which are also put in IBM cards were indicated by an "X" typed
in the left hand margin. They are:
8. Identification Data:

Card number

Firm number

Plant name (alphabetic)
Type of name

Operating status
Ministry and plant number
Industry Categories

b. Reference Datas

Date of Information
Date of Source (document)

¢. Location Data:

Country

Political subdivision
Name of City

Map coordinates

Air Force Chart number

+«02 Reference Lists Prepared: Three basic lists are prepared from the

IBM cards, with supplemental lists of current additions and periodic revised
lists. Cards are maintained by country.

a. The cards are listed alphebetically by location (city or town)
and within each location alphabetically by plant name. Every name of each
plant is included.

Approved For Release 2005/11/17 : CIA-RDP61-00901A000300090002-7
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b, The cards are listed alphabetically by plant name.

c. The cards are listed numerically by the industrial category code
and within each code alphabetically by location, then alphabetically by plant
name.,

d. Two other lists are prepared for the IR analysts as the need arises:

1/ A "D" listing: numerically by firm number and within firms
by card number. This listing can be used to check a file for completeness,

2/ A "DCR® listing which means a "D" listing plus cross refer-
ence name cards. The list is in order by firm number, within each firm num-
ber is an alphabetic list of each neme for the firm and then the individual
card numbers within each firm are listed.

3. Product Coding on Punch Cards:

Any product mentioned in the ICF file is coded and transferred to IBM
cards so that collations for product analyses can be made mechanically,

+01 Coverage: Product coding was started in 1951 and was limited to
documents on the USSR concerning shipbuilding or electronies., Todesy all
current documents are coded for the USSR, the bloc, Yugoslavia, East and West
Germany, China and Indo-china. A1l backlog documents concerning shipbuilding
and electronics sre coded for the USSR, Albania, Bulgaria, Hungary and Rumsnia.
For other countries backlog documents for these industries vary in coverage
from 15 to 90%.

Industrial brochures from the Soviet Bloc are assigned numbers and
ere also product coded. From these cards a reference list is prepared for
identification of model numbers. For other parts of the world there are
sufficient aveilable reference data so that brochures need not be product
coded.

-
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.02 Contents: The following information is coded:

a. Reference Data:

1/ document number

2/ f£irm number

3/ date of information or source
L/ country

5/ area

b. Product Data:

1/ Type and Model. This is a 1l-digit numeric code indicating:

trade mark or name
serial number
type or model number
2/ Neg ative: If negative information is found fsuch as "auto-
mobiles are not made, or no longer made, in this plant"), the card is X-punched.

3/ OCI Industry, or Product, Code: This is a 10-digit rumeric

code developed in CIA which is based partly on the Standard Commodity Classi-
fication developed in the Executive O0ffice of the President. Eecavse this

is not the same as the industrial category code, sometimes a card-;search
through the first two digits of this code will yield different information
on an industrial group.

L/ Function Code: This is a l-digit code, as follows:

(1) repair

(2) menufacture and repair
(3) research/development
(L) parts

(8) for own use

(6} storage

(0) manufactured

5/ End Use: This is & product of two of the preceding codes
and is obtained without additional punching. It is the OCI Industry Code
plug the first digit of the Product Code.

Approved For Release 2005/11/17 : tA-RDP61-00901A000300090002-7
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6/ Alphabetic Description. This extends the coded information

by giving the trade name, mark, type name, model number, serial number, etc.

.03 How the Product Cards (IBM) Are Filed:

a. The cards are arranged in document number order and 3x5 cross
reference cards are printed showing, for each product cards
document number
product code
geographic area
firm number
The purpose is to create a cross reference file from document number to pro-
duct code in case subsequént analysis indicates a coding error has been made.
The two other items on the card are not essentlial but are printed siml-
teneously without extra time or cost. |
be A duplicste set of all model and type cards ars reproduced. From
them, a list is run periodically and sent to Techniques and Methods Division,
Ch/C, ORR for use in markings analysis.
¢« The cards are then interpreted and filed by country in order by

product code.

L. The Plant Folder:

This is an extension of the ICF file. Because ICF cards are 5"x8", bulky
documents cennot be compressed for inclusion therein. Plant folders are
legal-sigze file folders with firm numbers and are repositories for all bulky
plant dsta.

5. The Town Folder:

Much date concerning a city, town or indusﬁrial area will spply to all
plants in the area. Such material is, therefore, filed by town or industrial

area, within country. Town plans, maps and directories will be found here.

-G
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6. Product Brochures:

Section 3.01 explained the IBM product coding of industrial brochures
from the Soviet Bloc. The brochures are filed in plant folders and extra
copies are organized into books by industrial groups such &s agricultural
machinery, for example.

7. Other Reference Materials:

Gazetteers, directories, government publications and other reference
materials concerning foreign industries are accumulated and filed. For non-
bloc countries, many questions can be answered by reference to such materials.

8., Location by Mapping - Soviet Area:

Maps of Soviet industrial installations are frequently inaccurate.
Analysts working in the Soviet aree have, therefore, found it necessary to
use outline meps end plot all availsble ICF material on industrial areas.
This hes proven quite successful. Strategic Air Cormand has revised several

target maps on the basis of these analyses.

-]10-
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PLANT ANALYSIS SHEET

IR FILE NO

PLANT NAME

USAF TARGET MOSAIC

LOCATION

USAF CITY MOSAIC

SECURITY

PRODUCTION
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INISTRATION

COMMENTS.
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NUMBER
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INDUSTRIAL REGISTER
NOV. I, 1954
INDUSTRIAL ACTIVITY CODES

MISCELLANEQUS

Cross reference. (additional official plant number)
Administrative headquarters.
Foreign Technicians

RAW MATERIALS

Ores and concentrates of fissionable materials.
Light metal ores and concentrates.
Non-ferrous ores and concentrates. (other than 1l ght)
Iron, ores and concentrates.
Coal, lignite and peat.
Petroleum and natural gas.
Non-metallic minerals, ores and concentrates.
Forest, agricultural, animal, stone, clay and
earth raw materials.
Raw materials not elsewhere classified (NEC).

BASIC PROCESSING

Fissionable materials and necessary auxiliary
materials, primary processing.
Light metals and alloys.
Non-ferrous metals and alloys. (other than light)
Coke, iron and stesl.
Basic organic chemicals and chemical products.
Basic inorganic chemicals, including all
fertllizers.
Plastic materials, synthetic fibers and synthetic rubber.
Lumber, paper, stone, clay, earth basic forms.
Textiles and leather baslc products.
Basilc processing shops not elsewhere classified (NEC) .

BASIC EQUIPMENT

Optical glass and optical, industrial and
gcientific instruments and apparatus.

Metal working machinery equipment.

Electrical equipment.

Plumbing, heating, refrigeration, alr conditioning
and comparable equipment.
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3k,
35.
36.
37.
38.
39.

ko.
B1.
42,
43,
1k,
46.
4T,
48.
L9,

52.
54,
55.
56.

57
58.
59.

60.
61.
62.
63.

6k,

65.
66.
67.

CONFIDEN

BASIC EQUIPMENT (Cont'd)

Congtruction, mining, and excavation machinery.
Rall transportation equipment.

Miscellanesous machinery.

General purpose industrial equipment.
Agricultural equipment.

Basic equlpment not elsewhere classified (NEC)

BASTC SERVICES AND UTILITTIES

Research and development facilities.

Air transport.

Electric power.

Communication and urban public utilities.

Highway transport.

Rail transport.

Inland and coastal waterway transport.

Overseas transport.

Storage facilities.

Miscellaneous services not elsewhere classified (NEC).

END PRODUCTS

Communication and electronic equipment.

Light manufacturing products.

Rubber products, natural and synthetilc.

Coating materials (palnts), drugs, toiletries,
insecticides, etc.

Lumber, paper, stone, clay and earth end products,

Food processing installations.

Clothing and accessories; textile and leather products.

Finlshed fissionable materlals and atomic bombs.

Alrcraft.

Ammunition, aerial bombs, torpedoes, depth charges, setc.

Armament.

Motor vehlicles and gasoline englnes.

Petroleum products, natural and synthetic.

Chemical warfare agents and'explosives.

Naval bases and shipyards and marine propulsion
machinery.
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UNDERGROUND INSTALILATIONS

70. Underground Installations (Not Specified) .
7l. Underground Air Transport (Hangers).

72. Power Station.

73+ Mamufacturing.

75. Transportation (Subway Systems) .

T78. Storage Facilities.

79. Other Underground Installations (NEC) .

TRADE - COMMERCE - GOVERNMENT

81. Selling and purchasing company,
82. Financial institution.

83. Import and Export company .

84. Agents and representatives.

85. Shipping and forwarding company.
88. Subversive activities.

89. Governmental body.

MANUFACTURING ACTIVITIES - TYPE NOT SPECIFIED

91. General transportation equipment manufacturing;
type not specified.
92. General machine manufacturing and metal works:
type not specified.
93. General chemical manufacturing; type not specified.
94. General mining; type not specified.
99. Type of manufacturing unknown.
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76

INDUSTRIAL REGISTER

2 May 1955
INDUSTRIAL ACTIVITY CODES
SUPPLEMENT
Miscellaneous
MVD Control These items used
Secret Departments only for the
Penal Labor (Russian) Travel Folder
Program.

Underground Installations

Communications, U.G.

77 Defense Works, U.G.

80
86
87

90
95
96
97
98

Other Activities

Unusual Objects
Radar
Gun Emplacements

Regtricted Areas

High Tension Lines

Barracks (military)

Tank Parks (Military Vehicles)
Plants under construction (Unknown)
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